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4.805 

( 1 0) Prior year indirect cost rates are settled; 

(II) Termination docket is completed; 
( 12) Contract audit is completed; 
(13) Contractor's closing statement is completed; 
(14) Contractor's final invoice has been submitted; and 
(15) Contract funds review is completed and excess 

funds deobligated. 
(b) When the actions in paragraph (a) of this subsection 

have been verified, the contracting officer administering the 
contract must ensure that a contract completion statement, 
containing the following information, is prepared: 

( I) Contract administration office name and address (if 
different from the contracting office). 

(2) Contracting office name and address. 
(3) Contract number. 
(4) Last modification number. 
(5) Last call or order number. 
(6) Contractor name and address. 
(7) Dollar amount of excess funds, if any. 
(8) Voucher number and date, if final payment bas been 

made. 
(9) Invoice number and date, if the final approved 

invoice has been forwarded to a disbursing office of another 
agency or activity and the status of the payment is unknown. 

(10) A statement that all required contract administra­
tion actions have been fully and satisfactorily accomplished. 

( 11) Name and signature of the contracting officer. 
(12) Date. 

(c) When the statement is completed, the contracting 
officer must ensure that-

( I) The signed original is placed in the contracting 
office contract file (or forwarded to the contracting office for 
placement in the files if the contract administration office is 
different from the contracting office); and 

(2) A signed copy is placed in the appropriate contract 
administration file if administration is performed by a contract 
administration office. 

4.805 Storage, handling, and disposal of contract files. 
(a) Agencies must prescribe procedures for the handling, 

storing, and disposing of contract files. These procedures 
must take into account documents held in all types of media, 
including microfilm and various electronic media. Agencies 
may change the original medium to facilitate storage as long 
as the requirements of Part 4, law, and other regulations are 
satisfied. The process used to create and store records must 
record and reproduce the original document, including signa­
tures and other written and graphic images completely, accu­
rately, and clearly. Data transfer, storage, and retrieval 
procedures must protect the original data from alteration. 
Unless law or other regulations require signed originals to be 
kept, they may be destroyed after the responsible agency offi­
cial verifies that record copies on alternate media and copies 
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reproduced from the record copy are accurate, complete, and 
clear representations of the originals. Agency procedures for 
contract file disposal must include provisions that the docu­
ments specified in paragraph (b) of this section may not be 
destroyed before the times indicated, and may be retained 
longer if the responsible agency official determines that the 
files have future value to the Government. When original doc­
uments have been converted to alternate media for storage, the 
requirements in paragraph (b) of this section also apply to the 
record copies in the alternate media. 

(b) If administrative records are mixed with program 
records and cannot be economically segregated, the entire file 
should be kept for the period oftime approved for the program 
records. Similarly, if documents described in the following 
table are part of a subject or case file that documents activities 
that are not described in the table, they should be treated in the 
same manner as the fi les of which they are a part. The reten­
tion periods for acquisitions at or below the simplified acqui­
sition threshold also apply to acquisitions conducted prior to 
July 3, 1995, that used small purchase procedures. The reten­
tion periods for acquisitions above the simplified acquisition 
threshold also apply to acquisitions conducted prior to 
July 3, 1995, that used other than small purchase procedures. 

Document Retention Period 

( I) Records pertainingtoContract 6 years and 3 months after fmal 
Disputes statute actions. action or decision for files cre­

ated prior to October 1, I 979. 
I year after fmal action or deci­
sion for fLies created on or after 
October l, 1979. 
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Document Retention Period 
(2) Contracts (and related records 6 years and 3 months after final 

or documents, including sue- payment. 
cessful proposals) exceeding 
the simplified acquisition 
threshold for other than 
construction. 

(3) Contracts (and related records 3 years after final payment. 
or documents, including suc-
cessful proposals) at or below 
the simplified acquisition 
threshold for other than 
construction. 

(4) Construction contracts: 
(i) Above $2,000. 6 years and 3 months after final 

payment. 
(ii) $2,000 or less. 3 years after final payment. 
(iii) Related records or docu- Same as contract file. 

ments, including success-
ful proposals, except for 
contractor's payrolls (see 
(b)(4)(iv)). 

(iv) Contractor's payrolls sub- 3 years after contract comple­
mitted in accordance with tion unless contract perfor­
Departrnent of Labor regu- mance is the subject of an 
lations, with related certifi- enforcement action on that date. 
cations, anti-kickback 
affidavits, and other 
related papers. 

(5) Solicited and unsolicited 
unsuccessful offers, quota-
tions, bids, and proposals: 
(i) Relating to contracts above 

the simplified acquisition 
threshold. 

(ii) Relating to contracts at or 
below the simplified 
acquisition threshold. 

(6) Files for canceled 
solicitations. 

(7) Other copies of procurement 
file records used by compo· 
nent elements of a contracting 
office for administrativ·e 
purposes. 

(8) Documents pertaining gener­
ally to the contractor as 
described at 4.801(c)(3). 

If filed separately from contract 
file, until contract is completed. 
Otherwise, the same as related 
contract file. 
I year after date of award or 
until final payment, whichever 
is later. 
5 years after cancellation. 

Upon termination or 
completion. 

Until superseded or obsolete. 
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Document Retention Period 
(9) Data submitted to the Federal 5 years after submittal to FPDS. 

Procurement Data System 
(FPDS). Electronic data ftle 
maintained by fiscal year, con­
taining unclassified records of 
all procurements other than 
simplified acquisitions, and 
information required under 
4.603. 

(1 0) Investigations, cases pending Until final clearance or settle­
or in litigation (including pro- ment, or, if related to a document 
tests), or similar matters. identified in (b)(l)- (9), for the 

retention period specified for the 
related document, whichever is 
later. 
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